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disposition.

i 12 May 1955

Directs an Agency-wide Records Managementi
Program including the essential program phases !
of vital materials, forms, reports, and cor-
respondence management, file standards, record*
systems, microfilm operations, and records

————

Records Creation Service

- ————————

! Develops and coordinates the Agency Forms,
Reports, and Correspondence Management Programs;
provides basic plans, policies, standards, and
procedures, and staff guldance for their applica-
1tion to area programs,.

Analyzes, designs, consolidates or eliminates,’
and maintains control records on, Agency forms,
reports, and related procedures.

Maintains and publishes forms! and reports! l
5
|

indexes.

Develops and installs improved methods and
asystems for handling correspondence; develops and
‘coordinates correspondence style standards and
‘uniform procedures, and provides guides and
‘regulatory issuances for their use. !
! Maintains liaison with other Federal agencies
on the management of forms, reports, and cor- ’
-respondence.

I R

Records Maintenance and Disposition
Service

— ———

Develops and coordinates the Agency Records
Maintenance and Disposition, and Vital Materials
Programs; provides basic plans, policies, stand=-
ards, and procedures, and staff guidance for
their application to area programs.

Develops and issues standards and guides to
establish uniform systems, equipment, and supplies
for the efficient maintenance and use of current
records; maintains technical control over filing
equipment and supplies,

Maintains technical control over microfilm |
projects, equipment, and supplies to assure effic-|
ient operations and effective equipment utiliza-
tion,
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Establishes standards for, and assists in i
preparing records inventories and disposal ;
schedules; obtains Congressional authorization on ;
approved schedules; establishes procedures for the |
transfer and retirement of noncurrent records.

Serves as Agency Archivist and technically
supervises Records Center operations,

Maintains liaison with other Federal agencies‘
on records maintenance and disposition matters. !
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Organisational snd

N Office of the Chief Functional Chart
: ~ < o | 12 Mey 1955

{ Program Developmel;t‘— j S ’ B
| f
Staff o "
I R Udrects an Agency-wide Records l&amgemanj
| See attached state- —— . FrOETGR including the 2ssential program phase
| ment of functions. -+ of vita) materisls, forms, reports, and cor=-
) ; respondence menapement, file atasndards, record
; i . systems, microfilm operations, znd vecords
; A disposition.

Mneonds Gucatlon Servics Records ‘nintgmmiza and Disposition
srvice

Develops and eoordinates the Aéen 7 }E‘om
Reporis, and Corre:pondencs fanagement (g‘agmms:

Develops and overdinates the Agency Records
Maintenanee and Disposition, end Vital Materilals .
I provides basic plans, policiss, standards, and Programs provides basic plams, policies, stand- :
 rocedurst, znd staff puldance for their applioca- * ards, and prosedures, and staff guldance fer
)ll;ion to srea programs, their application to area programs, -
i knalyzes, dosioms, conseolidates op eliminates, : Devalops und issues standards snd guides to .
:‘:md maintaing conterd) wacords on, Azeney forms, . establish uniform systems, equirment, and supplies
;l'ﬁpﬁrts. and relatsd procedures, 1 for the elficient maintenznce and use of éwrrent
{  Maintains and pubiishes Sswms? and momortst | records; maintains technicsl control over il
| N BKEE . ‘ i equipment and supplies, !

, Develops and fnstalls irmroved methods and : Kaintains technicel control over micpefilm . -
;:rystems fior hendling correspondence; develops and i projects, equipment, and supplies to assune.effies
» soordinstes correspondsnce style stevdnrds and ient operations snd effective squipment utiliza~- |

, iniform procadures, and provides puldes and ; . tion, roo

i‘ vagulator{a i}s;‘uiﬁgs farizhair use, ‘ prapaE’rj g%gg‘;gg:gg&g;;gggigg’gmgngﬁ;iﬁ* "

; Hadn son with othe

| on the manegement of famf: ﬁ?;gﬁk;e d:;;l egrgi neles . schedules; cbtains Congrassionel authorization on

 respondence, “ ¢ approved schedulesj estcliishes procedures for the
AR ' transfer end retirement of noncurrent records.

| ST ; Serves ss Agenay Archivist snd technically

supervises Records Center operations, :
Mainteins liaison with other Federel agencles
on records maintenanee and dilsposition matters,
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Addendum to Organizational

and Functional Chart, -

Records Management Staff
12 May 1955

Functions of the Program Development Staff

Studies the effectiveness of the Records Management Program
throughout the Agency. Develops long range plans covering new
approaches to paperwork problems and modifications in the overall
Program; determines staffing and training needs,

Develops training and indectrination programs for area
program participantsy develops promotional programs to gain and
retain throughout the Agency the recognition of paperwork problems,
an understanding of common paperwork processes, and the general
application of records mamagement to reducing and improving paper=
wWork e

Maintains liaison with Agency Management personnel on the
overall aspects of the program, and provides staff assistance on
areg program development,

Publishes the bulletin "Management Review,"

Develops procedures for collecting and reporting results of
the Program, and such studies and reports as are necessary to

justify the Program,
Serves as Deputy Chief of the Diviszion.
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